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QUYET PINH
Vé viéc Ban hanh sira d6i Quy trinh Phat hanh NOTAM

BAN CHI bAO HE THONG QUAN LY CHAT LUON G
TRUNG TAM THONG BAO TIN TUC HANG KHONG

Can cit Quyét dinh sé 655/QD-TTHK ngay 10/6/2019 cua Gidm doc Trung
tam Thong bdo tin tirc hang khong vé viéc ban hanh Quy ché hoat dong cua Ban
chi dao Hé thong quan ly chat luong (Ban ISO) Trung tam Thong bdo tin tic

hang khoéng;

Can cir Quyét dinh s6 1296/QD-TTHK ngay 28/11/2022 cia Gidm doc
Trung tam Thong bdo tin titc hang khong vé viéc Kién toan Ban chi dao Hé
thong quan ly chat luong Trung tam Thong bdo tin turc hang khéng,;

Xét theo yéu cau Hé thong quéan ly chdat luong theo tiéu chudn ISO
9001:2015 va hoat déng cua Trung tdm Thong bdo tin tirc hang khong,

Theo dé nghi cia Truéng phong NOTAM Quéc té va Truong phong An

toan - Chat luong.

QUYET PINH:

Piéu 1. Ban hanh stra déi Quy trinh Phat hanh NOTAM (QT-PNTM) thudce
tai liéu Hé thong Quan ly chat lugng theo ti€éu chuan ISO 9001:2015 cta Trung

tdm Thong bdo tin tirc hang khong.

})jéu 2. Quyét dinh nay c6 hiéu luc thi hanh ké tir ngay ky va béi bo Quyét
dinh s6 21{QD-ISO ngay 20/12/2021 cda Ban ISO vé viéc Phé duyét va ban
hanh stra d6i Quy trinh khéi tao va phat hanh NOTAM/SNOWTAM.
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Pieu 3. Trudng cac don vi lién quan chiu trach nhiém phd bién va trién

khai &p dung tai liéu néy./{ W

Noi nhgn: /-

- Ban Giam déc;

- Cac Phong chuyén mon;
- Cac Trung tam,;

-NV, BDKT;

- Luu: ATCL (15b).
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TONG CONG TY QUAN LY BAY VIET NAM
TRUNG TAM THONG BAO TIN TUC HANG KHONG

QT-PNTM

QUY TRINH PHAT HANH NOTAM

(Ban hanh kém theo Quyét dinh s6 02 /QP-ISO
Ngay 66 thdng oz ndm 2024 cua Ban ISO)
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Dién thoai : (024) 38720619 - Fax: (024) 38728781
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HE THONG QUAN LY CHAT LUQNG

Tiéu chuin ISO 9001:2015 M3 hi¢u: QT-PNTM|
Ban hanh lan: 04
Ngay BH:

QUY TRINH PHAT HANH NOTAM

DANH SACH PHAN PHOI TAI LIEU
Noi nhén tai lidu S6 ban Noi nhén tai liéu S6 ban
Ban Giam ddc 03 | Phong Ban d6 - Phuong thtc bay 01
Phong NOTAM Qudc té 02 | Trung tim ARO/AIS Pa Ning 01
Phong AIP 01 | Trung tim ARO/AIS Tan Son Nhit 01
Phong An toan - Chat luong 01 Trung tam ARO/AIS No6i Bai 01
Phong Bao dam k¥ thuat 01 Trung tam ARO/AIS Cam Ranh 01
Phong Nghiép vu 01 Trung tam co s& dir liéu hang khong 01
SOAN THAO KIEM TRA 1
% /6/"" -
\'%E Srhm pSC
Bui Thi Nhat Bui Thi Mai Hrong  Nguyén Thanh Hung W-P‘fam Viét Thai

Trang 111 |
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BANG THEO DOI SUA POI TAI LIEU

Ngay ban hanh Noi dung thay doi Ngay hiéu hre
15/10/2015 Ban hanh 14n 01 15/10/2015
13/03/2017 Ban hanh 14n 02 17/03/2017
20/12/2021 Ban hanh lan 03 20/12/2021
06/02/2024 Ban hanh 14n 04 06/02/2024

Stra dbi quy trinh phit hop theo Tai liéu
huéng din khai thac co s& va thuc té khai
thac.
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1. MUC PiCH

Tai liéu nay dugc x4y dung nhdm quy dinh céach thirc thuc hién va kiém soat hoat
dong thu thap, xir ly dit liéu va tin tirc, khdi tao va phat hanh NOTAM.

2. PHAM VI AP DUNG

Tai liéu nay ap dung di véi cac bd phan lién quan dén hoat dong thu thap, xir ly
dit liéu va tin tire, khdi tao va phat hanh NOTAM/SNOWTAM gom: Phong NOTAM
Quéc té va cac bd phan khac 6 lién quan dén viée xir Iy céc vén dé phat sinh trong
qua trinh thuc hién.

3. TAILIEU VIEN DAN
- Tai liéu Huéng din khai thac Phong NOTAM Quéc té;

- Quyét dinh ciia Cuc Hang khong Viét Nam ban hanh Phuong thirc Quéan ly tin
tirc hang khong HKDD;

- Quyét dinh ctia Cuc Hang khong Viét Nam ban hanh Tai liéu Huéng dan vé Tiéu
chuéan — Dich vu Thong béo tin tirc hang khong (MOS-15);

- Quyét dinh cia Cuc Hang khong Viét Nam ban hanh Hudng din vé quy trinh
thAm dinh san pham thong béo tin tirc hang khong, ban d6, so @6 hang khong;

- Tai liéu huéng din khai thac Hé théng Quan Iy tin tirc HK (AIM);
- 1ISO 9001:2015.

4. THUAT NGU VA CHU VIET TAT

4.1 Thuat ngir

NOTAM La thong bao dwoc phat hanh bang phuong tién vién thong
lién quan dén viéc thiét 14p, tinh trang hodc su thay dbi cua
phuong tién din duong, dich vy, phuong thirc hodc su
nguy hiém mang tinh quan trong ma td 141 va nhitng ngudi
c6 lién quan dén hoat dong bay cin phai nhéan biét kip thoi
dé xr 1y.

NOTAM nhic lai | La NOTAM nhéc nhé ngudi st dung vé Tap tu chinh AIP
(Trigger NOTAM) hogc Tap bd sung AIP dugc phat hanh theo chu ky
AIRAC.

RCR La béo cdo dugc chuin héa toan dién lién quan dén tinh
trang mat duong CHC va anh hudng cia no6 dén hoat dong
c4t canh va ha cénh cua tau bay.

SNOWTAM La loai NOTAM dic biét dua ra trong mot dinh dang tiéu
chuin cung cdp mdt bao céo tinh trang bé mit thong bao
v& su hién dién hogc chim dut c4c tinh trang nguy hiém do
tuyét, bang, tuyét tan, swong gia, nudc dong hodc nude két
hop v6i tuyét, tuyét tan, bing hodc swong gia trén khu hoat
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dong tai san bay (movement area).

4.2 Chir viét tit
ACV Tbng cong ty Cang hang khong Viét Nam
AIM Quan ly tin tirc hang khong
AIS Dich vu thong béo tin tirc hang khong
AMHS Hé théng xtr 1y dién vin dich vu khong luu
CHC Cét ha canh
CSDL Co s¢ dit licu
Cuc HKVN Cuc Hang khong Viét Nam
HKSB Hang khong sén bay
ICAO T chtrc Hang khong dan dung Qubc té
KTHK Khi tugng hang khong
NOF Phong NOTAM Québc té
NOTAM bién van thong bao hang khong
NOTAMI1 Nhén vién truc vi tri quéc noi
NOTAM2 Nhan vién truc vi tri quéc té

Nhan vién truc

Kip truong, NOTAM1, NOTAM2

OPADD Tai liéu huéng din phuong thirc khai théc AIS ty dong
khu vuc chau Au

RCR B4o cdo tinh trang mit duong CHC (Runway condition
report)

TBTTHK Thong bao tin tirc hang khong

TLHDKT Tai liéu Huéng dan khai thac

VATM Téng cong ty Quan ly bay Viét Nam

VIP Chuyén co

VPDT Vin phong dién tur




5. NOI DUNG QUY TRINH

5.1. Luu d6 qua trinh thic hién

: oA N FeA
| Biéu miu, tai li¢u

Buéc | Trichnhiém |  Ngi dung cong viée
L [l e g : & ? lién quan
1. | Nhén vién truc Tiépnhindtliguva Y« | BM-NOF-01-(NKGCT)
tin tic thod
B BM-PNTM-CKL-01
glan , TLHDKT
2. | Nhan vién truc Kiém tra, phan QT-PHKH
— tich, xi 1y dir liéu .| | BM-NOF-01-(NKGCT)
va tin tirc tho
Phuc tap
Nhan vién truc
3. | Céanbd truc Xay dung du thao <
giam sat
Kip truéng Phé duyét du 1
4, 1A :
Can b truc thio
giam sat
Khoi tao, kiém TLHDKT
5. | Nhan vién truc fra va phat BIVEPITIM.CET-(2
' ' ap BM-PNTM-CKL-03
hanh
BM-NOF-01-(NKGCT)
Kiém soat sau khi phét ElggOF-OZ-(OUT-
A * A h\
6. | Nhan vién truc anh BM-NOF-03-(OUT-
SNO)
¥ BM-NOF-04-(HPQS)
NOTAM1 Theo ddi tinh trang
e NOTAM?2
Nhan vién truc
Cén bd truc BM-NOF-01-(NKGCT)
8. | giam sat QT-KSDLBC

/Trudng phong
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5.2. M6 ta luwu d6

Budéc 1. Tiép nhan dir lidu va tin tirc tho

- T4t ca cac vi tri trong ca truc déu co thé tiép nhén dit liéu va tin tirc tho tir cac co
s& lién quan truc tiép bang thoai; céng vin; du thao; mau dé nghi phat hanh NOTAM,;
bédo céo tinh trang mat dudng CHC (RCR) théng qua céc hinh thirc sau: cac hé théng
AIM, AIS tu dong, NOTAM ban ty dong, AMHS; Fax; dién thoai c6 ghi 4m; tin nhin
dién thoai; email cia NOF (nofl@vnaic.vn hodc nofl@vatm.vn), tin nhidn VPDT hoic
email ctia Trudng phong NOF (huongais@gmail.com hodc huongbui@vatm.vn).

- Céc dit lidu va tin tirc thod nhan duge déu phai duge ghi lai vao S6 Nhat ky giao
ca truc BM-NOF-01-(NKGCT).

Buéc 2. Kiém tra, phén tich, xir Iy dir li¢u va tin tirc thé

- Kip truéng 1a ngudi diéu hanh kip truc, phan cong cho NOTAMI1, NOTAM2
cung kiém tra dir liéu va tin tirc tho nhan dugc theo Bang kiém tra dir liéu va tin tic
tho (BM-PNTM-CKL-01).

Truong hop dit liéu va tin tikc tho chua ddp eng cdc yéu cau vé chat leong dit liéu,
nhdn vién tric phdi lién lac, phéi hop véi nguon cung cdp dé xdc dinh, lam ré va ghi
toan b dién bién vao Sé Nhdt ky giao ca truc (tén nguoi lién lac, ngay gio lién lac,
noi dung lién lac,tinh trang xir Iy) BM-NOF-01-(NKGCT) d@é ca truc sau tiép tuc
theo doi, xu [y.

- Sau khi kiém tra dit liéu va tin ttrc tho, cén ctr tirng ndi dung cu thé nhan vién truc
thuc hién phan tich, xr ly nhu sau:

+ Chuyén bay chuyén co: thuc hién theo TLHDKT ctia Phong NOTAM Quéc té,
Muc 5.2.2 NOTAM chuyén co;

+ Hoat dong quén su: thuc hién theo TLHDKT cuia Phong NOTAM Quéc té, Muc
5.2.3 NOTAM vé hoat dong quan su;

+ Thiét bi thong tin, din dudng, gidm sat hang khong: thuc hién theo TLHDKT
ctia Phong NOTAM Quéc té, Muc 5.2.4 NOTAM vé céc trang thiét bi thong tin, dan
duodng, giam sat hang khong;

+ Co s& ha tng cang hang khong, san bay: thuc hién theo TLHDKT ctia Phong
NOTAM Québc té, Muc 5.2.5 NOTAM vé co s& ha ting Cang HKSB;

+ Péng/mé tam thoi cang hang khong, sén bay: thuc hi¢n theo TLHDKT cua
Phong NOTAM Québc té, Muc 5.2.6 NOTAM vé déng/mé tam thoi cang HKSB;

+ Ban danh muc cic NOTAM con hiéu luc: thyc hién theo TLHDKT cta Phong
NOTAM Quéc té, Muc 5.2.7 NOTAM checklist;

+ San phdm TBTTHK: thyc hién theo TLHDKT ctia Phong NOTAM Qudc té,
Muc 5.2. 8 NOTAM vé san phdm TBTTHK;

+ K& hoach tmg phé khong luu: thyc hién theo TLHDKT ctia Phong NOTAM
Qudc té, Muc 5.2. 9 NOTAM vé tng phé khong luu;
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+ Thong bao vé tinh trang mat duong CHC: thuc hién theo TLHDKT ctia Phong
NOTAM Quéc té, Muc 5.2.10 SNOWTAM Thong béo vé tinh trang mat duong CHC
va Phu luc 9 ciu traic SNOWTAM;

+ Xt ly tin tirc sau chuyén bay: thuc hién theo TLHDKT cia Phong NOTAM
Quéc té, Muc 5.5 Quy trinh xtt Iy tin tirc sau chuyén bay;

+ Cong tac phdi hop véi Phong AIP, Phong Ban dd - Phuong thirc bay va Trung
tam Co s& dit liéu hang khong: thuc hién theo TLHDKT ciia Phong NOTAM Quéc té,
Muc 5.6. NOF nhdn ndi dung phat hanh NOTAM NIL tir Phong AIP qua tin nhin
VPDT/email.

+ Y kién phan héi ctia khach hang: thuc hién theo Quy trinh Xt ly thong tin phan
hoi cua khach hang (QT-PHKH) ciia Trung tim TBTTHK va TLHDKT cta Phong
NOTAM Québc té, Muc 5.7 Quy trinh xir Iy thong tin phan hdi ciia khach hang.

- Cén ¢t vao ting loai dit liéu va tin tirc tho c6 ndi dung don gian, 1ap lai nhiéu lan
(chuyén bay chuyén co, hoat déng qudn su, bdo dudng va kiém tra hiéu chudn dinh ky
trang thiét bi, ban danh muc NOTAM con hiéu lic....), kip trudng chiu trach nhiém chi
dao phat NOTAM theo quy dinh tai Buéc 5, khéng can xay dung du thao NOTAM.

Buwoc 3. Xay dung du thao

- Kip trudng thuc hién phan cong nhi€m vu cho timg kip vién, thyc hién nhu sau:

+ NOTAMI xay dung du thao, in ra va ky vao du thao.

+ NOTAM?2 ra soat kiém tra dy thao:

e Néu khong c6 ¥ kién khac thi ky vao ban du thdo da nhét tri;

e Néu c6 y kién sira ddi, bd sung, NOTAM2 sira lai, in ra va ky vao du thao.

+ Ban du thao dugc giri cho kip trudong sau khi d@ du chir ky cia NOTAMI va
NOTAM2.

- Kip truéng 13 ngudi kiém tra cudi cling va chiu trach nhiém chinh trong viéc xay
dung ndi dung du thio NOTAM/SNOWTAM.

- Déi voi nhing truong hop chua thé phat hanh ngay, céc ca tryc sau tiép tuc xdy
dung du thao, cac Kip trudng phai ky xac nhén, dong du tén vao du thao ca minh da
x4y dung va phai duoc ghi vao S4 Nhat ky giao ca tryuc.

Budc 4. Phé duyét du thio

- Sau khi du thio NOTAM/SNOWTAM duogc soan, Kip trudng tién hanh kiém tra,
ky nhan va trinh du thao cho can bd truc gidm sat d& kiém tra, phé duyét bang hinh
thirc truc tiép; qua dién thoai c6 ghi 4m; tin nhén dién thoai.

- Nhén vién truc chinh stra lai dy thao theo yéu cAu cta can bd truc gidm sat (néu
¢6 yéu cau chinh stra), kip truéng va can bd truc gidm sat kiém tra ndi dung du thao da
dugc chinh stra va phé duyét.

- Dy thaio NOTAM/SNOWTAM c6 chit ky va dong déu tén cua kip trudéng va can
bo truc gidm sat dugce luu trit trong céc file chuyén mon lién quan.

- Thoi diém can bo truc gidm sat ky:

+ Trong gi® hanh chinh: Ky tai thoi diém kiém tra ndi dung
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+ Ngoai gi® hanh chinh: Xac nhén bang hinh thic tin nhin dién thoai, sau d6 dén
gi& hanh chinh hdm sau, ky b sung sau.

- Trong mot ) truong hop dic biét, can b tryc giam séat chi dao nhén vién truc
giri du thao cho céc co quan don vi lién quan dé xin y kién trudc khi phét hanh. Nhing
du thao va y kién phan hdi can duoc luu cing hd so phat hanh va ghi S6 Nhat ky giao
ca truc BM-NOF-01-(NKGCT).

Budc 5. Khéi tao, kiém tra va phat hanh

- NOTAMI1/NOTAM2 thuc hién khéi tao NOTAM/SNOWTAM trén hé théng AIM,
AIS tir dong hodc dau cuéi NOTAM bén tir dong theo quy dinh tai cac Phu luc 6, 8, 9 va
11 trong TLHDKT ctia Phong NOTAM Qudc té.

- Nhan vién truc c6 trach nhiém kiém tra chéo ndi dung NOTAM/SNOWTAM trude
khi phat hanh theo Bang kiém tra phat hanh NOTAM (BM-PNTM-CKL-02)/ Bang kiém
tra phat hanh SNOWTAM (BM-PNTM-CKL-03)

- Cian ctr vao tirng loai dit liéu va tin tirc, thoi han phat hanh NOTAM/SNOWTAM
dugc quy dinh nhu sau:

+ NOTAM vé hoat dong quan su dugc phat hanh ngay sau khi nhén dit li€u va tin
tirc thé (thyc hién theo TLHDKT ctia Phong NOTAM Quéc té, Muc 5.2.3 NOTAM vé
hoat déng quén su) hodc phai phat hanh it nhit 07 ngay trudc ngay bit dau dién ra hoat
dong (DOC 10066, Muc 6.1.4.3)

+ NOTAM v& cac cong viée s& dugc tién hanh tai khu bay phéi duge cong bé it
nhit 03 ngay trudc ngay c6 hiéu luc;

+ Nhitng dit liéu va tin tirc thd khac dugce phd bién it nhét 1a 24 gid trude gi c6
hiéu luc;

+ Céc trudong hop khan cép phai kiém tra va phéat hanh ngay sau khi nhén dugc dir
liu va tin tirc tho;

+ NOTAM nhéc lai -TRIGGER NOTAM cho san phdm TBTTHK theo chu ky
AIRAC; -

+ Thong bao NIL - D& théng bao khong c6 san phdm TBTTHK dugc phét hanh
theo chu ky AIRAC hodc khi khong c6 tdp tu chinh AIP phat hanh theo chu ky quy
dinh:

e Dugc thong bio trong Ban danh muc NOTAM con hiéu lyuc (NOTAM checklist);

o [t nhét trude 28 ngay so véi ngay hiéu luc. (OPADD, Muc 2.8).

+ NOTAM Checklist dugc phd bién vao ngay dau tién trong thang.

+ SNOWTAM dugc phat hanh ngay sau khi nhan dugc RCR tir cac Cang HKSB
khi ma tinh trang dudng CHC dugc danh gia 1an diu ma 2, sau d6 1a cac ma 5 va 6.

Budrc 6. Kiém soat sau khi phat hanh

Sau khi phat hanh NOTAM/SNOWTAM, NOTAM1, NOTAM2 thuc hi¢n kiém
soat NOTAM/SNOWTAM dudi su kiém tra va gidm sat cta kip truéng duge quy dinh

nhu sau:




- Kiém tra tinh trang gi4 tri hiéu lyc cia NOTAM/SNOWTAM di phat hanh trong
CSDL hé théng AIM, AIS tr dong, dau cudi NOTAM bén tu dong;

- Pbi v6i cac NOTAM/SNOWTAM phét hanh c6 d9 khin DD va thoi gian hiéu
luc ngay tai thoi diém phat hanh, phai thong bao bang dién thoai c6 ghi 4m dén cac
Trung tim ARO/AIS (N&i Bai; Pa Néng; Cam Ranh; Tan Son Nhét) va co s& diéu
hanh bay c¢6 lién quan. Ghi lai t€n ngudi nhén vao S Nhat ky giao ca truc BM-NOF-
01-(NKGCT);

- Nhitng NOTAM c6 thoi gian dur kién EST duge theo ddi va kiém soat qua man
hinh monitor;

- Pbi v6i cac NOTAM PERM, NOTAM c6 thoi gian du kién (EST) phi hop dua
vao san phdm TBTTHK: Sau khi phat hanh NOTAM, Nhan vién truc s& giri sb
NOTAM va s cbng van lién quan cho Phong AIP qua email (aip_vatm@vatm.com
hodc aip@vnaic.vn) va Trung tdm Co s& dit liéu hang khong qua tin nhén VPDT

- Dbi v6i cdc SNOWTAM phat hanh tir ma 2, tiép tuc theo ddi cac bao cdo vé tinh
trang mat dudmg CHC tiép theo dé xtr Iy.

- Dang ky s6 NOTAM/SNOWTAM vao S& Nhiat ky giao ca truc BM-NOF-01-
(NKGCT), ban mém “OUT-GOING NOTAM REGISTER” BM-NOF-02-(OUT-
NOT), ban mém “OUT-GOING SNOWTAM REGISTER” BM-NOF-03-(OUT-
SNO) va ban cimg/mém file theo d5i ban dan that dbi v6i NOTAM vé hoat dong quan
su BM-NOF-04-(HPQS).

- In va luu trit NOTAM/SNOWTAM c6 chit ky, déng d4u tén ciia kip truéng theo
hd so phat hanh vao céc file clia timng sin bay hogc tirng file chuyén mén khac.

Budc 7. Theo doi tinh trang

Sau khi thyc hién cac budc kiém sodt NOTAM/SNOWTAM da phat hanh,
NOTAMI1, NOTAM2 tiép tuc theo ddi tinh trang cac dién vén trén cac hé théng AIM,
AIS tu dong, ddu cudi NOTAM bén ty dong va xit Iy nhu sau:

- Péi véi nhitng NOTAM c6 thoi gian du kién (EST), trudce 24 gio dy kién két
thac hiéu luc cua dir liéu va tin tirc: thuc hién lién lac bang dién thoai c6 ghi 4m dén
cc co s& cung cip dé co6 phwong an xir ly NOTAM dad phat hanh. NOTAMI,
NOTAM2 bao céo kip truong ndi dung su thay ddi va thuc hién viéc phat hanh
NOTAM thay thé hoic hily bé ndi dung da phét hanh trude do.

- Pbi v6i cac NOTAM PERM c6 hiéu luc trén 3 thang va/hodc cic NOTAM cb
thoi gian dy kién da dugc gia han nhiéu 14n: thuc hién thdng ké béo cdo theo quy dinh
cua Cuc HKVN.

- Dbi v6i cac NOTAM PERM duoc dua vao san phém TBTTHK: thuc hién hiy bd
cac NOTAM nay theo quy dinh ctia ICAO.

- Péi vé6i SNOWTAM: theo doi cac RCR tiép theo (néu co) dé xtt ly.

- Béi voi cac NOTAM khéc: tiép tuc theo ddi cho dén khi dir liéu va tin tirc hét
hiéu lyc.

Budéc 8. Téng hop, bio cio




- Kip trudng téng hop cac ndi dung, bao cao can bo truc gidm sat. C6 thé Iya chon

cac hinh thic sau:
+ Béo céo truc tiép;
+ Bdo cdo qua dién thoai c6 ghi am;

+Bdao cdo qua email va/hodc tin nhén dién thoai.
- Trong trudng hop dic biét, khan cp: kip trudng thyuc hién béo céo ngay can bd
truc gidm sat/Trudng phong; can bd tryc gidm sat/ Trudng phong thuc hién bao cao

ngay lanh dao Trung tdm.

- Trong qua trinh thyc hién cong viéc, nhan vién truc phét hién M&i nguy hiém, Su
khong phu hop hodc céc rui ro tiém 4n c6 thé xay ra thi thuc hién viéc béo céo theo
Quy trinh Kiém so4t dit liéu bao cdo (QT-KSDLBC) cua Trung tam bang e-mail clia

NOF (nof@vatm.vn).

- T4t ca cac ndi dung lién quan trong ca truc dugc ghi ddy da trong S6 Nhat ky
giao ca truc BM-NOF-01-(NKGCT) va dugc ban giao chi tiét cho ca truc ké tiép.

6. HO SO CAN LUU

R SR TR

TT Tén hd so Thoi gian lwu | Noi luu triv Ng‘:‘lf:?l““
5 R : | Ki trudng/
1. | So nhat ky giao ca truc 2 ndm T.u t,al‘ lleu. Atal IA) i .
vi tri lam viéc | nhén vién
File theo d&i ban dan that (ban cimg, ban o Ta tai liéu tai | Kip  truong/
2 A 2 ndm SR P oA A -
meém) vi tri lam viéc | nhén vién
H6 so phat hanh NOTAM/SNOWTAM:
- Céc van ban, quyét dinh 14 can ctr dé phat
hanh NOTAM/SNOWTAM;
- Du thao NOTAM/SNOWTAM,; Ta tai liéu tai | Kip  truong/
3. |- NOTAM/SNOWTAM phat hanh va cac 2 nam vi tri 1am viéc | nhéan vién
dién vén li€n quan;
- Bang kiém tra dit liéu va tin tic tho;
- Bang kiém tra phat hanh
NOTAM/SNOWTAM.
) W TR P——
4 Ban danh muc NOTAM con hiéu luc 1 s T.u t,all, hc_:u. Atal IIEIB .Am(mg
. (NOTAM Checklist) v1 tri lam vi€c an vien
Ta tai liéu tai | Kip  truong/
5. | File NOTAM chuyén co 1 ndm vi tri 1am viéc | nhan vién
e a0 | Ki P——
;. |‘OUT-GOING NOTAM REGISTER”|  , . e
* | (bin mém) phong an vién
;| “OUT-GOING SNOWTAM REGISTER” 5 nam May tinh van 5}1{’ g
+ | (bén mém) phong an vién

s



7. BIEU MAU KEM THEO

STT Tén biéu miu, hwéng din Ma hiéu
1. Sb Nhat ky giao ca truc BM-NOF-01-(NKGCT)
2. | Ban Ping ky NOTAM phét hanh “OUT-GOING | BM-NOF-02-(OUT-NOT)

NOTAM REGISTER”

3. | Ban Pang kj SNOWTAM phat hanh “OUT-GOING | BM-NOF-03-(OUT-SNO)
SNOWTAM REGISTER”

4. | File theo dbi bén dan that BM-NOF-04-(HDQS)

5. | Bang kiém tra dir liéu va tin ttc tho BM-PNTM-CKL-01

6. | Bang kiém tra phat hanh NOTAM BM-PNTM-CKL-02

7. | Bang kiém tra phat hanh SNOWTAM. BM-PNTM-CKL-03

s L



TONG CONG TY QUAN LY BAY VIET NAM
TRUNG TAM THONG BAO TIN TUC HANG KHONG

SO NHAT KY GIAO CA TRUC

PHONG NOTAM QUOC TE

L MO



NOI DUNG GIAO CA
I. Thoi gian trwe:
1, R ngay....thang....nam 20.... dén ........ ngay....thang.....ndm 20...
I1. Ca/kip truec:
BT TOUDOIADE i v 0460804505455 i wmm e i s e s e A et i e s e e s

KIP VIBNI coiiiiiiiecrriviiis ettt st ere s

III. Tinh hinh trang thiét bi, phwong tién trong lao dong

Tinh tran
Stt Tén phuong tién - Giai trinh
BT | Lo
1 Pau cubi hé théng AIS tu
" | dong
2.

Piu cudi hé théng AMHS

3. | Pau cubi hé théng NOTAM
ban tu dong

4. | Pau cubi hé théng AIM

5. | Phuong tién thong tin lién lac

Tinh trang hoat dong cua cac
thiét bi van phong

IV. Dién bién ca tryec:

1. Cong tac chuyén mon da thwce hién:
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2. Cong viéc can tiép tuc theo doi, thuc hién

Nguwoi giao ca Nguwoi nhan ca
(Ky va ghi ro ho tén) (Ky va ghi v ho tén)

Kip truwéng Kip trwéong

Kip vién Kip vién

il < 2=2 \ai




]

HUONG DAN GHI SO NHAT KY GIAO CA TRUC

. Quy dinh chung

. SO nhat ky giao ca truc la tai liéu c6 muc dich ghi va luu trilr cac sy viéc quan

trong xay ra trong qua trinh cung cap dich vu, viéc khai thac hé thong k¥ thudt,
trang bi, thiét bi, cac ndi dung khac can cha y ¢6 lién quan dén viéc cung cép
dich vu tai co s6.

. S nhét ky giao ca tryc phai c6 tai mdi co s& cung cap dich vu, phai duoc

danh s trang lién tuc. Dit liéu ghi vao S& phai o rang, dé doc, khéng dwoe
tay x6a. Tin tic khong chinh xéc phai duoc gach di va tin tic chinh stra
duoc dién vao bén canh.

. Thoi gian ghl theo gio Quoc té (UTC), can phai chinh x4c vé thoi gian xay ra

su ¢b, thoi gian xir ly bat dau va két thic.

. S6 litu ghi vao Sb do nhan vién dang tryc tai vi tri thuc hién, bao gém cac

chi tiét dé nguoi doc hiéu ding va diy di vé hanh dong da thuc hién.

. S6 liéu ghi vao S6 thuc hién theo trinh tu thoi gian, dong bd theo céc sur viée

xay ra va hanh dong da thuc hién.

. Khi két thiic n6i dung timng muc hodc khéng c6 thong tin ghi vao phai c¢6 dau

gach chéo dé khoa ndi dung.

. Khi can thay S6 méi, phai luu trit S6 cii theo quy dinh.
. Mbi quyén S6 nhat ky giao ca truc phai dugc ghi rd tir ngay bat dau ¢én ngay

két thuc.

IL. Huéng din ghi S6 nhat ky giao ca true

1.
2.

Ca/kip truc: Ghi tén cac nhan vién tham gia tryc trong ca.

Tinh hinh trang thiét bj, phuong tién lao dong: Cén cr vao tinh hinh thyc té
dién ra trong ca tryc cua cac trang thiét bi de danh dau X (binh thuong (BT)
hodc 18i). Néu c6 su cb, su vu x4y ra thi cin mé ta ngén gon trong phan giai
trinh (Ghi r3 thoi gian bét dau, thoi gian két thic, nguoi xit Iy...).

Dién bién ca truc:

Cong tac chuyén moén da thuc hién: Ghi rd cac ndi dung da tién hanh, cac
dang cong viéc cu thé trong ca truc.

Cong viéc can tiép tuc theo dbi, thyc hién: Nhiing cong viéc chuyen mon
chua giai quyet xong va can ban giao lai cho ca sau thi mé ta ndi dung, yéu
cau tién do thuc hién nguoi lién quan...; hién trang hoat dong cua cac hé
thdng trang bi, thiét bi k§ thuét néu hong héc, c6 su cd ma chua khic phuc
xong.

Ky giao nhan ca: Kip trudong, kip vién truc chinh ca cii giao ca cho kip
trudng, kip vién truc chinh ca méi phai ky va ghi du ho tén.
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HOAT PONG QUAN SU NAM ....

T ngay

/thang

- Pén ngay

/thang

STT

Ngay/ca truc

Noi dung

Ghi chu




Bang kiém tra dix liéu va tin tirc thd

Checklist of raw data and information

S0 vin ban/dién vin
NR of document/message

Ngay thue hi¢n kiém tra
Date of check

Tén ngwoi kiém tra — Kip
truong

Name of checker — Watch
Supervisor

Tén can by - NOTAM

Name of the NOTAM
Manager
Tén ngwoi phoi  hop
ngoai phong NOTAM
Name of the person
coordinating outside the
NOTAM office.
STT NG5 Cé | Khong
NR Description Yes No
Thoi gian nhén dit liéu va tin tic thd dép ung
Thoi gian c6 dép tmg tieo quy Gl
theo quy dinh? Time of receiving raw data .ana' raw information
Does the time meet 1 in acc'or.dance with re.gulatzo.ns.'
requirements? - Thoi gian nhén dit liéu va tin trc tho:
Time of receiving of raw data and information:
- Thoi gian dit liéu va tin tic tho cé hi¢u luc:
Time of raw data and information in valid
Céc ghi chu khéc:
The other notes:
STT Mo ta Cé Khong
NR Description Yes No

Cé day di tinh phap ly
khong?
Is there full legal

Dit lidu va tin tirc thé nhan duoc da duoc cép c6
thAm quyén phé duyét




compliance?

The received raw data and information approved
by the relevant authority

Dir liéu va tin trc thd bd sung do cac co quan,
don vi lién quan cung cép (néu c6)

The additional raw data and information
provided by the relevant agencies and units (if

any).

Céc ghi chu khéc:
The other notes:

Chit lweng dit liéu va
tin tirc tho c6 dap ing
khong
Does the quality of the
data and raw
information meet the
requirements?

STT
NR

M0 ta
Description

Co
Yes

Khéng
No

Dir lidu va tin tirc thd duoc cung cip trong vin
ban diy du, d& hidu.

The raw data and information provided in the
authorized documents with complete and easy
understanding.

Dt liéu va tin tic thé phu hop phéat hanh
NOTAM.

The raw data and information is suitable for
issuing NOTAM

Dt liéu va tin tdc thd phu hop phat hanh
SNOWTAM.

The raw data and information is suitable for
issuing SNOWTAM

Dit liéu va tin tirc thd ddp tmg cac yéu cau vé
(tinh chinh xac, d0 phén giai va tinh toan ven
dugc quy dinh tai Phu dinh 1 — Danh muc dit
liéu hang khong, Quy trinh vé bao dam hoat
dong bay — Quan ly tin tirc hang khong.

The raw data and information meet the
requirements for data (accuracy, resolution, and
integrity) in Appendix 1 — Aeronautical Data
Catalogue, Procedure for Air navigation
services - Aeronautical Information
Management

Céc ghi chu khéc:
The other notes:

AN\
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Céng tac phdi hop véi
cac co quan, don vi lién
quan c6 dwgc thuc hién

khong?
Is the coordination with
relevant agencies and
units being carried out?

STT
NR

Mo ta
Description

Yes

Khong

Céan bd giam sat va hodc kip truong lién hé véi
co quan khoi tao dé yéu cdu cung cép bd sung dit
liéu va tin tirc phat hanh NOTAM.

The supervising officer and/or major workshift
contact the data originator to require additional
provision of raw data and information for the
issuance of NOTAM.

Cén by giam sat va hodc kip truéng kiém tra,
phdi hop véi can bo/nhan vién Phong Ban do -
Phuong thirc bay, Phong AIP, Trung tdm CSDL
dé théng nhéat ndi dung phat hanh NOTAM va
hodc 4n phim cén tham chiéu.

The supervising officer and/or major workshift
check, coordinate with the manager/staff of the
MAP - Flight Procedures Division and/or AIP
Division and/or Aeronautical Database Center
to agree with the content of NOTAM issuance
and/or reference publications

Céc ghi chu khéc:
The other notes:

Cén b giam sat (néu cé) Kip truémg
The supervising Manager (if any)
(Ky, ghi rd ho tén)

(Sign and full name)

Watch Supervisor
(Ky, ghi rd ho tén)
Sign and full name
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Bang kiém tra phat hanh NOTAM
Checklist of issuing NOTAM

S6 NOTAM
NR of NOTAM
Tén ngudi soan thao
Name of the compiler
Tén nguoi kiém tra
Name of checker
Tén cdn bj kiém tra (néu cd)
Name of the supervising
Manager (if any)
Hé thdng sir dung
Used System
Mo & Cé Khéng
Description Yes No
Thoigian cd ddp Iy oian phét hanh NOTAM dép (g theo quy dinh, =
g the(i quy dinh Time of issuing NOTAM is in accordance with the au
Ruopgs regulations. ;of
Does the time meet NG
requirements? ——— J"IC
Céc ghi chu khéc: )
The other notes: &
STT Mo ta Phit hop | Khong phu
NR Description hop
Appropriate Not
appropriate
1 | Do khéan
Chit lwgng du thao Priority Indicator
NOTAM c6 dap 2 | Diachi
tng khéng? Add.ress
Does the quality of 3 i‘;g}?ﬁggﬂfs
HeNOTAM 4 | NOTAM bj thay thé/hity bo (néu c6)
e s NOTAMR/NOTAMC (if any)
requirements?
5 Vung thong bao bay
FIR i
Ma Q/Quy tac bay/Muc dich/Pham vi/
/QCode/Traffic/Purpose/Scope/




Gidi han thép
Lower Limit

Gidi han cao
Upper Limit

Toa dd, ban kinh
Coordinates, Radius

6 | Muc A) Séan bay/Vung thong bao bay
Item A) AD/FIR

F Muc B)
Item B)

8 Muc C)
Item C)

0 Muc D)
Item D)

10 | MucE)
Item E)

Dung minh nglt (st dung chit tét)
Plain-language  Entry  (using  ICAO
Abbreviations)

Noi dung NOTAM duoc chuyén tai day du
tur dit liéu va tin tic tho

NOTAM content is fully conveyed from the
raw data and information.

Nbi dung ngén gon, d& hiéu, dung nghia tir
dit liéu tin tuc thd sang Tiéng Anh.

The content is brief, easy to understand and
concise from the raw data and information
into English.

DPép tmg yéu cau vé do phan giai
Meets requirements for resolution

11 | MucF)

Item F)
12 | Muc G)
Item G)

Cac ghi chu khéc:

The other notes:

Hb so ¢6 dwge hru
trir khong?

Mo ta
Description

Co
Yes

Khong
No




Is the file being
stored?

H6 so luu trit bao gdbm — Recorded Documents
include:

+ Tai liéu phap ly — Legal Documents

+ Bang kiém tra dit liéu va tin ttrc tho - Checklist of
the raw data and information;

+ Tai liéu x4c minh, 1am rd dit li€u va tin tuc thd (néu
c6) - Documents to verify and clarify raw data and
information (if any);

+ Tai liéu trao ddi, phbi hop véi cac don vi lién quan
(néu c6) - Documents exchanged and coordinated
with the relevant units (if any);

+ Céc tai liéu dong gop y kién cho du thio NOTAM
cia cac co quan, don vi lién quan (néu cd) -
Documents providing comments on the NOTAM
Proposal from the relevant agencies and units (if

any);

+ Cac du thdo NOTAM (néu c6) — NOTAM
Proposals (if any);

+NOTAM da phat hanh — Issued NOTAM

Céc ghi chu khac:
The other notes:

Nguwoi soan thiao Nguoi kiém tra
Compiler Checker
(Ky ghi 13 ho t€n) (Ky ghi 18 ho tén)
(Sign and full name) (Sign and full name)




Béng kiém tra phat hanh SNOWTAM

Checklist of issuing SNOWTAM

S5 SNOWTAM
NR of SNOWTAM

Tén ngudi soan thao
Name of the compiler

Tén nguoi kiém tra

Jtem A) Aerodrome location indicator

Name of the checker
Hé thdng sir dung
Used system
Mo ta - -
gl g Ly o Description 0 ong
Thoi gian cé dap Yes No
irng th dinh e s
= eoA 9 AR Thei gian phat hanh SNOWTAM dép tmg theo quy
khong? dinh
D h . . 14
e .e fime meet | ¢ of issuing SNOWTAM is in accordance with
requirements? .
the regulations.
Cac ghi chu khac:
The other notes:
STT Mo ta Phit hop | Khong phu
NR Description hop
Confirmity Non
Confirmity
Chét lwgng dy thio | | | Nguon nhén dién van RER
: : Source of receiving RCR message
dién viin RCR) c6 RCR message
dap tng khong? 3| Pién van RCR b thay thé/hity b6 (néu co)
Does the quality of RCR Replacement message / RCR
the SNOWTAM cancellation message (if any)
proposal (according 4 | Dokhan
{0 RCR message) Pszorlt?/ Indicator
5 Dia chi
meet the
] nis? Address ,
FEqUImEnIETe * & [ Chi dia danh dia Iy cua Quéc gia
Geographical designator of the state
7 Muc A) Chi dia danh sdn bay

Muc B) Ngay va gio déanh gia
Item B) Date/time of assessment




Documents (RCR message);

+ Bang kiém tra dir liéu va tin trc thd - Checklist of
the raw data and information;

+ Tai liéu x4c minh, 1am r6 dir liéu va tin tic (néu co)
- Documents to verify and clarify data and
information (if any);

+ Tai lidu trao ddi, phdi hop véi cac don vi lién quan
(néu c6) - Documents exchanged and coordinated
with the relevant units (if any);

+ Céc du thio SNOWTAM (néu c6) — SNOWTAM
Proposals (if any);

+ SNOWTAM da phat hanh — Issued SNOWTAM
issued

Céc ghi chu khéc:
The other notes:

Ngwoi soan thio Ngudi kiém tra
Compiler Checker
(Ky ghi rd ho tén) (Ky ghi 0 ho tén)

(Sign and full name) (Sign and full name)

it




